
Labelling Procedures 3.7 Film 

3.7.1 Microfilm 

Box shelving number labelVendor/publisher title label 

Box item barcode/ 
accession label 

Flip top box 

Box shelving 
number label 

Vendor/publisher Box item barcode/ 

title label accession label 

Clam shell box 

Perforation mark
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Labelling Procedures 3.7 Film 

3.7.1 Microfilm 	 Newspaper reel 
Brittle books reformatted to microfilm 

Label applied Content Size Production method 
and composition 

Location 

Box item 
barcode/accession 
label 

LIBRARY OF CONGRESS 
Acquisition 

source/method 
Date of receipt 
PIN (symbology + 

eye-legible 
number) 

1½” W x 1”H Thermal transfer 

Pres. spec 
700-711 

Clam shell box – 
spine down, 
upper right-hand 
corner of bottom 
OR 

Flip top box – 
upper right-hand 
corner of broad 
side to right of 
spine title label 

Box shelving 
number 
label/mark1 

Shelving number 1” W x ½” H Thermal transfer 

Pres. spec 
700-711 

Clam shell box-
right-hand side 
of lid, on top of 
the title label. 
OR 

Flip top box – lower 
portion of title 
label 

Box title label 2 Collection name 
Title 
Number in series 
Chronology 
Shelving number 

1” W x 1½”H Thermal transfer 

Pres. spec 
700-711 

Clam shell box — 
right-hand side 
of lid 
OR 

Flip top box — left 
of thumb cut 
opening 

Perforation mark LIBRY CONG 
Date of receipt 

Variable Leader TBD 

1 Use a handwritten mark, if necessary, to avoid obscuring text with a label. 
2 Create only in cases where vendor/publisher title label needs to be replaced. 
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Labelling Procedures 3.7 Film 

3.7.2 Microfiche


Container retrieval Container item barcode/ 
number label accession label 

Front of microfiche jacket 
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Labelling Procedures 3.7 Film 

Multiple fiche in single jacket 
3.7.2 Microfiche Fiche set in container/binder1 

Label applied Content Size 	Production method Location 
and composition 

Container item LIBRARY OF CONGRESS 1½” W x 1”H Thermal transfer Front of paper 
barcode/accession Acquisition microfiche 
label source/method Pres. spec jacket, upper 

PIN (symbology + with PAT test 
eye-legible 
number) 

Container retrieval Assignment 2” W x ½” H Thermal transfer Front of paper 
number label Classification microfiche 

Date of receipt 700-714 right quadrant 

(SuDocs) Pres. spec jacket, upper left 
Shelving number 700-714 quadrant 
Collection name with PAT test 
Title 
Number in series 

1 Follow guidelines for 3.7.3 Slide set. 
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Labelling Procedures 3.7 Film 

3.7.3 Slide


Container Container 
item shelving number 

barcode/ label (secondary
accession 

number label 
Container shelving 

location)
label 

Back cover of Spine Front cover of 
slide binder slide binder 
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Labelling Procedures 3.7 Film 

3.7.3 Slide Slide set in a container/binder 

Label applied Content Size Production 
method and 

Location 

omposition 
Container item LIBRARY OF CONGRESS 1½” W x 1” H Thermal transfer Back cover of 
barcode/accession 
label 

Acquisition 
source/method Pres. spec 

binder, upper 
right quadrant 

Date of receipt 700-713 
PIN (symbology + 

eye-legible 
number) 

Container shelving Assignment 1½” W x ½“ H Thermal transfer Bottom spine of 
number label Shelving number binder 

Pres. spec OR 
700-713 Front cover, 

upper left 
quadrant 
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Labelling Procedures 3.7 Film 

3.7.4 Motion picture film


Shipping container 

Initial container 
item barcode/ 
accession label 

Initial container 
Copyright deposit 
extra copy label 

Top and side edge 
of film canister 

Container 
title label 

Container 
shelving 

number label 

Container 
item 
barcode 
label 

Container 
AFI label 

Container 
archival 

master label 

Container 
copyright 

deposit extra 
copy label 

56




Labelling Procedures 3.7 Film 

3.7.4 Motion picture film1 

Motion picture film in canister 

Label applied Content Production method 
and composition 

Location 

Initial container 
item barcode/ 
accession label 

LIBRARY OF CONGRESS 
Acquisition 

source/method 
Date of receipt 
PIN (symbology + eye-

legible number) 

2½” W x ½” H Thermal transfer 

Pres. spec 
700-713 

Container side, 
right of the 
latch 2 

Container 
Copyright deposit 
extra copy label 
(optional) 

COPYRIGHT OFFICE – 
EXTRA COPY 

or 
COPYRIGHT OFFICE – 

EXTRA COPY – 
DESTROY IF 
DEACCESSIONED 

1 ¼” W x 1 ½” 
H 

2 ¼” W x 1” H 

Thermal transfer 

Pres. spec 
700-711 or 
700-713 

Right of item 
barcode label 

Container shelving 
number label 

Assignment 
Shelving number 
Library of Congress 

2½” W x ½” H Thermal transfer 

Pres. spec 
700-713 

Container edge, 
left of title label 

Container title label 
(applied only to 
rehoused film) 

Title 
Element identification 
Item number in series 
Service restriction 

6” W x 3/8” H Thermal transfer 

Pres. spec 
700-713 

Container edge, 
left of item 
barcode/ 
accession label 

Container item 
barcode label 
(applied only to 
rehoused reels) 

LIBRARY OF CONGRESS 
PIN (for first reel use 

duplicate of PIN on 
discarded container; for 
subsequent reels use 
unique PINs) 

1½" W x ¾” H Thermal transfer 

Pres. spec 
700-713 

Container edge, 
right of title 
label 

Container archival 
master label 
(optional) 

ARCHIVAL MASTER 2½“ W x 7/16” 
H 

Thermal transfer 

Pres. spec 
700-713 

Container edge, 
left of shelving 
number label 

Container AFI label 
(optional) 

AFI Thermal transfer 

Pres. spec 
700-713 

Container edge, 
between 
archival master 
label & shelving 
number label 

Size 

1 Shape of the film canister may vary. 
2 For reels received in boxes/shipping containers at point of entry, place item barcode/accession label 
on box (may be multiple reels therein). 
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